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9 October 1956

MEMORANDUM FOR: Area Records Officer / OO/FDD
THROUGH : Chief, Records Disposition Branch

SUBJECT: Change in Wording in Item 1k4 of
Records Control Schedule 25.06-54

The Center would like to have your concurrence in changing the word,
"singld!, in the first line of Item 14 to read a"Record' Copy. This
change is necessary in order for the Center to discontinue the practice
of setting aside one copy as a record copy of all FDD publications
received for Supplemental Distribution.

The Center would continue to maintain all the copies that have been
set aside in the past as Record Copy until such time as it is felt
advisable by your office to retire the publicatioms referred to in
Item 14. At such time as these are retired the Center would match
the record copy being held, against the ones retired in order to
determine that there is a complete set on hand.

25X1
Chiel, hecoras Center
Concurrence:
0 GF 195%
25xH Date
) et ‘GIE
Area Records Oriicer / OO/FDD Date
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". . OFFICE OF OPERATIONS, FOREIGN DOCUMENTS DIVISION OFFICE OF THE CHIEF 25X
1 TEM FILES IDENTIFICATION VOLUME TYPE OF FILING | i
| no. (Title, description, arrangement, and inclusive dates) (Linear Ft) EQUIPMENT T T <
v V v
1,|DIVISION SUBJECT FILE
Consists of correspondénce, reports, Lo7 h-drawer legal Permanent, Disposal not
surveys and other papers which document ) safe authorized. Cut off at end
the policies and operations of the of each calendar year; retain
Division pertaining to exploitation and in current files area 1 year
translation of foreign language publicae and transfer to CIA Records
tions; the file also includes records that Center, ;
accumulate in directing the Division's /
programs, Filed according to Agency
- File Manual,.
(19L6-195L)
2,| TOP SECRET FILES
These are top secret documents which 2,0 i drawer 1egal | To be reviewed for possible
reflect the activities of the translation safe downgrading or destruction.
requirements function of the FDD support Retain in current files area
for various projects, They consist of indefinitely.,
top secret correspondence, reports,
translations and documents, Filed by
document number,
(1947-1953)
3, | LIBRARY REFERENCE MATERIAL
These are bound books, technical manuals, i shelf book- Permanent, Retain indefinitely
dictionaries, almanacs, etc, Used as a case except that material when no
ready reference, longer needed will be returned
. N to the Library Personal property
- a . Agency material retained by individual .
b. Personal property
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L, | STAFF SUBJECT FILE

These files accumulate in the general 6.k i drawer legal Temporary., Destroy after 3
administration and operation of the safe years, Cut off at the end
Division and are used for administrative of each calendar year; retain
and planning purposes, lhey consist of in current files area 1 year
correspondence, memos, reports and forms and transfer to CIA Records
pertaining o various personnel matters, Center,

training, T/0's, budget, security, career
service, requisitions, stock control and
other similar subjects relating to the
activities and functions of the office.
Filed according to Agency File Manual,

(19k46-195L)
5. |INDIVIDUAL PERSONNEL FOLDERS J
These files consist of extra copies of 6.0 L drawer legal Temporary, Destroy 6 months
personnel documents which reflect safe af ter employee is separated.

accessioning, transfer, assignment,
promotion, and separation of employees;
also training courses attended, personal
qualifications, leave, personnel evalu-

Place in inactive file upon
Beparation of employee, Retain
in current files area 6 months
and destroy.

|ations, security violations and other
Information acquired in the administration
of personnel activities of the division.
Filed alphabetically by surname,

. o (Current

[

N CONFIDENTIAL

Py
NP7 004278 0004002200093
TIDT T OUOTOUSUT UUURUULIUVUUULTY
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6. | EMPLOYEE RECORD CARDS

These are Standard Form OF-LB "Employee 3 17 drawer Temporary. Destroy upon

Record Card" on all FDD personnel contain- Kardex separation from the Agency;
ing information extracted from FDD person- upon intra-agency transfer
nel files, such as, employee name, grade, forward to gaining office,

salary, position, promotion, etc, Due to
arrangement of cards, file is also used
for filling T/O vacancies, planning FDD
activities, replacements, etc, Filed by
office organization and by positions
thereunder.,

(Current)

7. | LANGUAGE TRAINING FILES

These are individual files on the 3 i drawer legal | Temporary. Destroy after 3
Division's language trainees which contain safe months, Place in inactive
the examination results and progressive file when training is completed;
reports during training, Upon completion retain for 3 months and destroy.

of training the written examination and an
evaluation are incorporated in employee's
personnel folder,

, (Current)

8, | LANGUAGE EXAMINATIONS

This file consists of the written results 2.0 Ly drawer legal | Temporary. Destroy after 2
of language examination given to appli- years., Cut off file at end of
cants or non-FDD personnel to determine each year retain in current
their potentialities., They contain the files area for 2 years and
completed examinations together with the destroy.

reviewing officer comments or evaluation
and grades, Filed alphabetically by sur-

name,
(1950-195L)

ARRALAS2ARAD
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‘9, | REFERENCE PUBLICATIONS

These are copies of Supply Catalogues 8 L} drawer legal | Temporary., Destroy when super-

listing a1l items in CIA stock giving safe seded or obsolete or when no

stock number and nomenclature, longer needed for reference
(1952-195L) purposes.

10, | MAIL IOGS

Records of all classified material, in-
cluding top secret, received and dispatch-
ed by the Division, Maintained primarily
for security purposes., Filed by type of
material and chronologically thereunder,

a. Top Secret Log ol 4 drawer legal | Temporary. Destroy after 1. .
safe year., Cut off at end of each

Retained copies recording in and out year; retain in current .files
movement of top secret material, Original . area 1 year and destroy,
forwarded to CIA Control Officer,

(1950-195L)

b. Form 38-1l log used for recording 1.0 L drawer legal | Temporary. Destroy after 1 year.
classified mail (other than top secret) safe Cut off at end of each year; re-

in and out of the Division. tain in current files area 1 yesar
and destroy.

c. Intelléfax Cards. 3. 3x5 card tray | Temporary. Destroy after 1 year.
Cut off at end of each 6 months;
3 x 5 cards accompanying material re- retain in current files area 1
ceived from 0CD, Due to great bulk of | year and destroy.

material received daily these cards are
maintained for log and control purposes.
Filed by CIA number.

Approved-ForRelease-2665/4+121 —CHA=-RDP78-00487A000400230002-3
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N MATL 10GS (CONTINUED)

d, Ledger type book used to record in- o1 L4 drawer legal | Temporary. Destroy after 1 year,
coming periodicals, publications and safe Begin new file each year; retain
intelligence reports due to large and in current files area 1 year and
varied volume of materials received. destroy.

Maintained categoritally for quick reference

purposes.,

e, Documents Receipts., These are retained| L1 Ly drawer legal | Temporary. Destroy after 1 year;
copies of unsigned classified document safe cut off file at end of each year;
receipts prepared by the Division for retain in current files area 1
distribution of material outside ofthe year and destroy.

Agency, Copies retained as suspense and

reference.file,

1l,. | COURIERS CLASSIFIED MAIL RECEIPTS

Copies of classified mail receipts (Form o5 3x5 card boxed Temporary. Destrzy after 1 year,

35-16) signed by couriers for pick-up of . Cut off file at end of each

material for delivery to addressees, Filed calendar year; retain in current

by courier number. file area 1 year and destroy.
(1953-195L)
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12, | BRANCH SUBJECT FILES

These files document the Reporting T2  drawer legal | Permanent, Disposition not
functionjoperations of the Division, safe anthorized, Cut off file at
They con/;‘ist of correspondence, reports, end of each year; retain in
studies and other papers relating to current files area 1 year and
collection, translation and dissemination incorporate with item 1 for

of reports and publications, records transfer to CIA Records Center,

menagement, security, inter-agency,
liaison, editing, screening and procuring
foreign documents, statistical reports
and similar subjects covering the activi-
ties of the Branch, Filed according to
Agency Manual.

13, | CONSOLIDATED TRANSLATION SURVEY FILES

These are central cress-indexed 3 x 5 38,0 L drawer card Permanent, Disposal not
card files of all foreign language ex- safe authorized by this schedule,
ploitation and translation projects in
process or completed by all TAC Agencies,
other governmental organizations, pri-
vate ingdtutions, and commercial houses,
They are used for reference purposes by
the TAC agencies to prevent duplication of
effort, Cards are cross-indexed by sub-
jeet, country, author, source and docu-
ment-numbers,

(1947-1954)

Annrovm&mﬂmmm;%-nndm A000400230002-3
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1), | INFORMATION REPORTS

This file consists of a single copy of all |140,0 Shelving in Permenent. Disposition not
' ivisi published reports, such as, vaulted area authorized by this schedule,
25X1|_?:rﬁi]reports, summaries, periodical
stracts and other information reports,

Used for reference purposes within the

Division. Copies of most reports are avail

able in Records Center for distribution,

Filed categorically and by report number,
(1946-195))

15, | GRAPHICS FILE

This is a 3 x 5 suspense card file record- .1 l, drawer legal |Temporary. Destroy after 6

ing foreign language material forwarded to safe months, Place in inactive
Graphics Reglister for repreduction of se- file when material returned
lected pictures, .Filed chronologically from Graphics; retain for 6
and by report number thereunder, months and destroy.

16, | PROJECT RECORD CARD FILE

This is a status record on all projects in
process or completed by the Division, The
information recorded includes the title,
source, language, number of pages, require-
ment number, date of publication, publica-
tion number, etc, It is used for maintain-
ing a control on projects in process and
for compiling monthly production reports
for the Division,

rah it s
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17.

18,

PROJECT RECORD CARD FILE (CONTINUED)

8, 5 x 8 card file used in servicing in-
quiries concerning the articles  appearing
in the "Consolidated Translation ey
Publication, Filed numerically by project

mumber,
{1947-1954)

b, Press Record Form 58-8 recording
munmber, title, publication number and
date of newspaper type information,
Filed chronologically.

REQUISITION FILE

These are copies of requests for repro-
duction (Form 36-2) of all reproduction
work, copying and bookbinding required by
the Division.

REQUIRRMENTS

a, These are requests served on the
Division by other offices of the Agency
and other members of IAC for exploitation
or translation of foreign language
material, They consist of specific re-
quirements and translation service re-
quests. Filed numerically by Office
number,

b, Guide-type requirements for continuous

exploitation for varied information,

Apprn\lnrl Ear Releas

.0

5

8

8.1

1L

b 2005/11/21

5 drawer card
gsafe

i drawer legal
safe

S drawer card

L drawer legal
safe

), drawer legal
safe

Permanent, Disposal not
authorized by this schedule.
Retain in current files
area indefinitely,

Indefinite, Jo be destroyed
when information is incorpor-
ated in the CTS file. '

Temporary. Destroy after 1 year,
Cut off file at end of each year;
retain in current files area 1
year and destroy.

Temporary, Destroy after 3

years, Place in inactive file
when request answered; hold in
current files area and destroy,

Temporary, Destroy when super-
seded or cancelled,

000400230002-3
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" 19+ PROJECT RECORD SHEETS

a, Consist of Form 58-7 detached from L.0 i drawer legal | Temporary. Destroy. after 3

FDD reports when project completed which safe months., Cut off file at end of
are used to prepare information reports each 3 months; retain in current
and retained for reference purposes. Info files area 3 months and destroy.

substantially duplicated in Item 16,
Filed by Office and chronologically there-

under,
(1952-1954)
b, Project record sheets maintained on 2 Ly drawer legal | Temporary. Destroy after 2
special projects., No duplication else- safe years. .
where, Filed by Office numbér,
(1950-195L)

20, COMPILATION OF STATISTICS

a., These are compiled statistical reports A l; drawer legal | Permanent, Disposal not

for the Division based on monthly reports safe authorized by this schedule,
and work sheets, Information relates to Retire to CIA Records Center
the number of requirements served on the when 3 years old, Incorporate
Division by offices, languages, pages, with item 1 for transfer to
cost, type, and other pertinent information|, the Center.

Used for figure comparison's and for
various computations, A1s0 a constant
source of reference, Filed chromlbgically.

(1952-195L)
f). These are the work sheets used for 2.0 l, drawer legal |Temporary. Destroy 6 months
éompllln the statistical reports in a safe af ter report has been compiled,

above, (Work sheets for years previous
to 1952 have not yet been consolidated
into a final report).

(1949-195L)

A N Real LY. V.Y TP P RT-Y
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DISPOSITION INSTRUCTIONS

10G BOCKS

12, A record of |received
for abstracting, Lists the number, date
in and out, branch to which assigned, etc,
for control purposes.

b, A listing of unclassified translation
contract numbers, requirements and branch
Used.for assigning UT number,

c. A listing of numbers assigned to proj-
ect prepared by Division, Lists number,
branch, requirement and preparing official,
Used for control,

d, A listing of publication numbers as-
signed to Division reports, Iists publi-
cation number, project number, branch,
date to and from Division, Used for
control.

e, Log by project number, of published.
reports, listing typist and proofreader.
Used to record information on project
cards,

CONVENIENCE FILE (READING)
Extra copies of outgoing correspondence

and memoranda maintained for convenience
of reference. Filed chromologically.

’,FQRM NO.
{OV 53

36-269A

Ly drawer legal

safe

Ly drawer legal

safe

Iy drawer legal

safe

i drawer legal

safe

4 drawer legal

safe

Ly drawer legal

safe

Temporary, Destroy after 1 year.
Cut off file at end of each year;
retain 1 year and destroy.

Temporary. Destroy after 1 year.
Cut off file at end of each year;
retain 1 year and destroy.

Temporary., Destroy after 1 year;
Cut off file at end of each year;
retain 1 year and destroy.

Temporary, Destroy after 1 year.
Cut off file at end of each year;
retain 1 year and destroy.

Temporary. Destroy after 1 year.
Cut off file at end of each year;
retain 1-year and destroy.

|Temporary, Destroy after 1 year,
Cut off at end of each calendar
year; retain in current files
area 1 year and destroy.

T
Approved For Release 2005/11/27™ bP78-00487A000400230002-3
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"23,| OUTSIDE TRANSLATION INDEX

A 3 x5 card file on unclassified trans- N L drawer legal | Indefinite. Project in
lations done outside FDD, Used as a safe experimental stage.
suspense file, record of daily operational
work and estimates for fiscal purposes.
Filed by contract number,

(1951-195L)

2li,| REFERENCE PUBLICATION FILE

Consist of copies of NSC, NIS, charts, 3.5 i drawer legal | Temporary, Destroy when super-
regulations, memos, requirements, safe seded or no longer needed,
pamphlets, newspaper clippings, etc.
Maintained by the Editorial Section and
filed by type of issuance,

25,| LIBRARY MATERIAL

Consist of encyclopedias, dictionaries, 20.0 Bookcases Permanent, Return to Library
gazeteers, year-books, etc. maintained when no longer needed,
as a ready reference,

26,| BOOK PURCHASE FILE

These are card files maintained on books
purchased for the Division through the
-Library to be used as reference material,

a. Library Purchase Order Forms made in 1.5 Ly drawer legal | Temporary. Destroy when order
quadruplicate by the requestor, pink copy safe has been filled or cancelled,

retained as a suspense copy, remainder
sent to CIA Library., Filed by office

control nurber,

Approved For Retease 2005/t t721 ~CHA*RDP78-00487A000400230002-3
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BOOK PURCHASE FILE (CONTINUED)
b, Document Request Card
A 3 x5 card record of all books ol ).; drawer legal |Temporary, Place in inactive
purchased for or on loan to the Division. safe file when book is returned
Used as a control and reference while to CIA Library.
book remains in the Division., Filed
alphabetically by book title.
(1953-195kL)
Approved For Release 2005/11721 : CIASRDP78- -
FoRru No. 36-260A 1. ’_’a“ 00487A000400230002-3
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BRANCH
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25

1 TEM
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(Linear Ft)

TYPE OF FILING
EQUIPMENT

o TTSTOUST V!w:lnu\_l TONS

27.

29,

BRANCH SUBJECT FILE

Consists of extira copies of memos, reports
and other papers relating to the adminis~
tration of the activities of the Branch,
Maintained as a convenience file for re-
ference, Filed by subject matter.
(1948-195L) ’

REQUIREMENTS FILES
of

2. Copies/operational guide and specific
requirements served on the Branch by other
offices or agencies, Record copies main-
tained in Reports Branch., Used for re~
porting purposes, Filed by requesting
office,

(1951-195L1)

b. Extra copies of operational require-
ments maintained by each geographical
section for convenience,

RESEARCH AND REFERENCE MATERTAL

These' are coples of intelligence reports,
state. dispatches, Army, Navy, Air Foree
reports, FBIS, NIS, Pamphlets, publications
maps, and other material, Used as referen
in preparing information reports.
ical and language variations. Filed by
subject content,

3.3

1'3

L2

57.0

]
tes

Material
maintained by each section due to geographi

(1949-1954)

Ly drawer legal
safe

l; drawer legal
safe

i drawer legal
safe

safes and
cabinets

L

L drawer legal

Temporary.
months,

cancelled.

or superseded,

Temporary.

Temporary. Destroy after 1 year.
Cut off file at end of each
calendar year; retain in current
files area 1 year and destroy.

Destroy after 3
Place in inactive file
when requirement completed or

Temporary. Destroy when require-
ment has been completed,cancelled,

Degtroy when super-
seded or no longer needed,

FORM NO.
1 _NOV 53

36-269
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30,| LIBRARY REFERENCE MATERIAL -
These are bound books, technical manuals, 228,0 Bookcases and | Permanent, Retain indefinitely
dictionaries, year books, etc, Used for on individual | except that material when no
reference purposes, desks longer needed will be returmed

to the Library,
31.| FOREIGN NEWSPAPERS AND PERIODICALS
These are to be exploited, abstracted, 277.0 ' Shelves Permanent, To be forwarded to
translated or otherwise reviewed for the Foreign Branch, CIA Library
purpose of carrying out the Division's when exploitation completed.
mission, Divided among the sections
according to language content,
(1953-195L)

32. | PROJECT RECORD SHEETS
Consists of record sheets removed from ol i drawer legal | Temporary., Maintain one-month
projects completed by the Branch, Main- safe level, Destroy when monthly
tained only to prepare monthly production report completed,
report, Filed numerically by project
number,

(Current)

33, | PROJECT LOG

Le&éer-type books used for assigning proj- ol L drawer legal | Temporary. Cut off file at end

ect number within the Branch and for main- safe of each year; retain in current
taining a ready reference, Recorded on files area 1 year and destroy.
the log is the project number, title,
language, and requirement,
(1952-1954)
Approvad For-Release2005/4H24--GHA 000400230002-3
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"3, | SHOP STEWARD FILE

25X1a. A5 x8 file listing members °f|:] 2.0 5 drawer card | Temporary, Destroy when no
safe longer needed.

25X1

Filed by locations and installations there-
under, Used for reference purposes,

: be Al x 6 card file with the same infor- | .1 S drawer card | Temporary. Destroy when no
25X1 mation| | safe longer needed,

35, | OPERATIONAL INTELLIGENCE CARD FILES

Maintained by each language area and used ap
a ready reference in preparing information

reports.
a, MAbbreviations and glossary files which | 1.2 l} drawer legal | Temporary. Destroy when
supplement dictionaries, Maintained by safe glossary published or when

| various language area on 3 x 5 cards, no longer needed,
Filed alphabetically.,
b, Inde% of newspapers and periodicals 6 L drawer legal |Temporary. Destroy when obsolete
giving title, editor, address, political safe or when no longer needed,

affiliation, source and other pertinent
data, Maintained on 5 x 8 cards., Filed

by title. _
c. Personalities. 3 x 5 card files main- o3 i drawer legal |Temporary. Destroy when no
tained on names of individuals appearing safe longer nddded.

. in foreign newspapers and periodicals giving
a brief biographic summary, Filed alpha-
betically by surname.,

\0002400230002-3
(4a1)
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OPERATIONAL INTELLIGENCE CARD FILES
(CONTINUED)

d, Fairs and conferences, A4 3 x 5 fite
on international fairs and conferences
giving date and place and published report
number if any. Filed alphabetically.

FORM NO.
1 NOV 53

36-269A

ol

i drawer legal
safe

Temporary, Destroy when no
longer needed,

A000400230002-3
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VOLUME
(Linear Ft)

TYPE OF FILING
EQUIPMENT

v

D1SPOSITIONNSTRUETIONS

36.

BRANCH SUBJECT FILES

Consists of extra copies of memos, reports
and other papers relating to the adminis-
tration of the activities of the Branch,
Maintained as a convenience file for
reference, Filed by subject matter,

(1947-195L)

REQUIREMENTS FILES

a. Copies of operational requirements
served on the Braiach by other offices

or agencies, Record copies maintained
in Reports Branch. Used for reporting
purposes, Filed by requesting office,

b. Extra copies of operational require-
ments maintained in each geographical
section for convenience,

ce 3 x 5 card files duplicating a and b,
Used primarily for reference purposes.

REFERENCE AND RESEARCH MATERTAL

Consist of copies of intelligence reports,
State dispatthes, National Intelligence
Survey, pamphlets, publications, maps

and other material. Used as references

in preparing information reports. Materia
is maintained by individual sections due
to geographical and language variations.,
Filed by subject content.

Anbroved For Releas
PO

3.0

FORM NO.
1 NOV 53

36-269

2006/44/24

Ly drawer legal
safe

L, drawer legal
safe

i drawer legal

safe

L drawer legal
safe

Ly drawer legal
safe

Temporary.
months,

or cancelled,

Temporary.
with a and b,

Temporary.

ANNDAOARDD-

Temporary., Destray after 1 year.
Cut off file at end of each year;
retain in current files area 1
year and destroy.

Destroy after 3
Place in inactive file
when requirement has been completel

Temporary. Destroy upon com-
pletion of requirement.

Destroy in accordance

Dewtroy when super-
seded or no longer needed,
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'39,| LIBRARY REFERENCE MATERTAL

These are bound books, technical manuals, 173.,0 Bookcases and Permanent, Retain indefinitely
dictionarieg, year books, etc, Used for on individual except that material when no
reference purposes, desks longer needed will be returned
. to the Library.

Li0.| FOREIGN NEWSPAPERS AND PERIODICALS

These are to be exploited, abstracted, 1 123.0 shelves Permanent, To be forwarded to Foreign Br.,{IA
translated or reviewed for the purpose Library when exploitation com-
of carrying out the Divisions mission, pleted.

Divided among the sections according to
language content.
(1952-195L)

li1.| ABSTRACTS

25X/ Copies of abstracts of:how- 2.3 Ly drawer legal | Temporary. Destroy when no
ments for immediate use of CIA offices., safe longer needed.
Abstracts do not appear in published form,
Retained for reference purposes., Filed
by subject,

(1951-195L)

L2.| PROJECT 10G

a, Log book used for assigning project .1 l; drawer legal | Temporary. Cut off file at
numbers within the Branch and for main- safe | end of each year; retain in
taining a ready reference, Information current files area 1 year
recorded is the project number, title, and destroy.
date, requirement, language and pages.

(1951-195k)

Appwved'Fm-Refeasl'zﬁﬁ'ﬁﬂ‘ﬂﬁ‘m SHERDP78-00437A000400230002-3
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"I TEM FILES IDENTIFICA VOLUME TYP | DISPOSITION INSTRUCTIONS ’
NO. (Title, description, arrangement, and inclusive dates) (Linear Ft) EQi ENT

PROJECT 10G "(CONTINUED)

b. 3 x 5 card file maintained on projects o2 5 drawer card Temporary. Maintain one month
in process or completed., Filed by require- safe level, Destroy when monthly
ment number and office, Used for control J report completed.

and in preparing monthly production reports.

L3, OPERATIONAL INTELLIGENCE CARD FILES

Maintained by each language area and used
as a ready reference in preparing informa~
tion reports.

a, Abbreviations and glossary files which | 6,6 5 drawer card Temporary. Destroy when
supplement dictionaries, Maintained on safe dictionary published or when
3 x 5 cards and filed alphabetically, no longer needed,

b, Index of newspapers and periodicals 5 5 drawer card Temporary. Destroy when
giving title, editor, source, political safe obsolete or when no longer
affiliation, and other pertinent data, needed.

Maintained on various sized cards. Filed '

by title.

c. Personalities, Card files maintained .8 5 drawer card Temporary. Destroy when no
on names of individuals appearing in safe longer needed.

foreign newspapers and periodicals giving
brief biographic summary, Filed alpha-
betically by surname,

d.. - These cards contain information on 2.3 5 drawer eard |Temporary, Destroy when no
organizations, unions, ministries and safe longer needed,

other groups which is extracted from the
foreign documents and used as reference
material, Filed categorically in each
language area,

alaa . 1 O _NANAQZANALDADODIANDD D2
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"I TEM FILES IDENTIFICA VOLUME
NO. (Title, description, arrangement, and inclusive dates) (Linear Ft)

M\ 086£d0230002-3 . : ‘

DISPOSITION INSTRUCTIONS

£ N
EQUIPMENT

OPERATIONAL INTELLIGENCE CARD FILES

(CONTINUED)
é, Scan cards, Information is carded as L 5 drawer card Temporary, Destroy when no
a result of scanning through foreign news- safe longer needed.

papers and periodicals. A brief summary
is made of articles though to be of possi-
ble future referenfe in preparing a report.

(1953-195L)
f, 3 x5 card file recording all un- o2 5 drawer card Temporary. Destroy when no
classified translations done outside the gafe longer needed.,

Division, Thi&seare duplicates of records
maintained by Records Section.

B
A ed'Fm-ReteasL'm&H‘h‘ﬂ—em—R 06487A000400230602-3
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SCHEDULE NO.
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OFFICE. DIVISION, BRANCH APP
: USSR BRANCH D51
I TEM FILES IDENTIFICATION VOLUME TYPE OF FILING STSFOSTTTON TNSTRUGTTONS
NO. (Title, description, arrangement, and inclusive dates) (Linear Ft) EQUIPMENT

LLe |BRANCH SUBJECT FIIE

Consists of extra copies of memos, reports| ls5 li drawer legal |Temporarys Destroy after 1 years Cut off
and other papers relating to the safe file at end of sach year; retain in current
admini stration of the activities of the files area 1 year and destroye.

Branche. Maintained as a convenience file
for reference. Filed by subject matter.
(15L49=1954)

L5, | REQUIREMENTS FILES

as Copies of operational guide requirem 1.5 L drawer legal |Temporary. Destroy after 6 months. Place
ments and specific requirements served safe in inactive file when requirement completed
on the Branch by other offices or agencies or cancellede

Record copies maintained in Reports Branch
Used for office reference and reporting
purposess Filed by requesting office.

(1952~195L)
be Extra copies of operational require~ 1.k Temporary. Destroy when requirement has
ments maintained by each functional been completed; cancelled or supersedede
section for conveniences
ce 3 X5 card file index to Branch 3 i drawer legal |Temporarye Destroy when requirement
requirements for easy references Filed safe completed, cancelled or superseded.

by office and numerically thereunder.

e

alaa. . —s“annnannaannne o
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46 | REFERENCE AND RESEARCH MATERIAL -

These are copies of intelligence reportss 6645 i drawer safe V'Syb?ary . Destroy when superseded or

State dispatches, Army, Navy and Air and 5 drawer longer needed. (Rough drafts should
Force reports, National Intelligence map case, 4 axk be retailned.on a selective pasis only.)
Surveys, pamphlets, publications, maps, drawer

also rough drafts of completed reportss .- capin€t, and

Used as references in preparing info open shelves

tion reports. Material maintained by each

section due to geographical and technical |

variationss Filed by subject contents
(15L7=195L)

L7, | LIBRARY REFERENCE MATERTIAL

/

These consist of bound books, tecpnical 205.0 Bookcases and Permanents Retain indefinitely except
manuals, dictionaries, year books, etc, | individual desks that material when no longer needed will
Used for reference purposeses be returned to the Librarys

48. | FOREIGN NEWSPAPERS AND PERIODICALS

These are to be exploited, abstracted, 3345 Shelves Permanent. To be forwarded to Foreign
translated or reviewed for the purpose Branch when exploitation completed.

of carrying out the Division's mission.
Divided among the sections according to
functional intereste.

(1953-1954)
L9, | ABSTRACTS
25X Gapies of abstracts of | ol Ly drawer legal | Temporarys Destroy when no longer needed.
documents for immediate use ol CIA oIlicCeSs safe :

Abstracts seldom appear in publishediform.
Retained for reference purposes. Filed
by subjecte

(1951-1954) -

rom 1o, 26-269A A 00511727+ CIA-RDP78-00487A000400230002-3 o
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FILES IDENTIFICAT VOLUME

49RA600400230002-3

':oE.“ (Title, description, arrangement, and inclusive dates) (Linear Ft) “P:Quwusr:.;ﬂs DISPOSITION INSTRUCTIONS

50.| 10G BOOKS
as Notebook-type log for assigning ol L drawer legal |Temporary.
press reports by number, title, page and safe
date,

(19L9-195k)
b, Notebook-type log used for recording o1 I drawer legal |Temporary, Cut off file at end
project numbers within the Branch and for gafe of each year; retain in current
maintaining a ready reference on projects file area 1 year and destroy,
within the area, Gives the project num-
ber, title, requirement, date and
linguist,
(1950-1954)

¢, Log listing non-Russian language news- .1 "} drawer legal |Temporary,
papers received by title and date, safe
do 5 x 8 card file for recording receipt o7 Kardex file Temporary.
of newspapers and periodicals and their safe
return,

25X|1 e, log on all produced by .1 L drawer legal |Temporary.
each section, By subject, safe
f, Ioose-leaf binders to record names of 2 b drawer legal |Temporary, Discontimied in
places and cities in the Soviet. A con- safe favor of gazeteer or card file,
venience file,

51, | OPERATIONAL INTELLIGENCE CARD FILES
',.I:Iaintained by each functional area and
used as a ready reference in preparing
information reports,
8., Abbreviations and glossary files which| 1.9 5 drawer legal [Temporary. Destroy when glossary
supplement dietionaries. Maintained on safe published or when no longer needed.
3x5end 5x 8 cards. Filed alphabeticald
1y Appraved For Releade 2005/11/2] : CIA-RDP78-00487A000400230002-3

:o::vu:; 36-269A SEGRET tan
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I TEM FILES IDENTIFICA VOLUME TYP LING DISPOSITION INSTRUCTIONS

NO. (Title, description, arrangement, and inclusive dates) (Linear Ft) EQUIPMENT

OPERATIONAL INTELLIGENCE CARD FILES

( CONTINUED) '

b Index of periodicals and books giving 3 Kardex file Temporary. Destroy when
title, source, type of material to be safe obsolete or when no longer
found and other pertinent data, Maintain- needed,

ed on 3 x 5 cards for reference, Filed

by titles,

c. Personalities, Indices which contain | 1h4.0 3 drawer card [ Temporary. Destroy vhen no
names of indviduals appearing in foreign file longer needed,

newspapers and periodicals giving a brief
biographic summary, Filed alphabetically
by surname,

d. Industrial installation cards contain-| 6,8 5 drawer card | Temporary. Destroy when no
ing title or names of plants, organization file longer needed,

ministries and groups together with data
relating to production, organization, etc,
Filed alphabetically by name, Maintained
on3x5 5x8 and ly x 6 cards,

¥

e. Document loan records. File on books ] Kardex file Temporary. Destroy when
on loan in the Branch or those requested safe material returned,

by the Branch for reference purposes.
Information duplicated by Screening Unit,

£, Card collection of information on 7.0 5 grawer card |Temporary. Destroy when
technical data of intersest for possible file report published or infor-
.publication and those which have been mation no longer needed,
published as reports on such subjects as |

railroad, electricity, construction,
metallurgy, water transportation, weather,
agriculture and various other subjectis,
Maintained on various sized cards,

g. Special project in process for OCD 5.6 5 drawer card |To be forwarded with publi-
maintained on 3 x 5 and 5 x 8 cards, gafes cation to requestor,

Apprn\led Eor Releasd 2005/11/21 - CIA-RDR78-00487ZA000400230002=3
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S ;ﬁ% o IA-W'M

SCHEDULE NO

7A000400230002-3

*

DATE PREPARED

OFEICE.

DIVISION. BRANCH

FAR EAST BRANCH

APH

57

NO.

|

FILES IDENTIFICATION
(Title, description, arrangement, and inclusive dates)

VOLUME
(Linear Ft)

TYPE OF FILING
EQUIPMENT

DISPOSITION INSTRUCTIONS

BRANCH SUBJECT FILES
Consists of copies of memos, reports and
other papers relating to the admin-
istration of the activities of the Branch.
Maintained at the Branch and Section
levels as a convenience file for reference
Filed by subject matter,

(1952-1954)

REQUIREMENTS

a. Copies of operational guide and
specific requirements served on the
Branch by other offices or agencies.
Record copies maintained in Reports Branch
Used for reporting purposes. Filed by
requesting officese.

(1953-195L)
be Extra copies of requirements maintain-

ed by each geographical section for
convenience.

Approv

L0

ly drawer legal
safes

L drawer legal
safes

Temporary. Destroy after 1 year. Cut
off file at end of each yearj retain in
current files area 1 year and destroy.

Temporary. Destroy after 3 months. Place
in inactive file when requirement completed
or cancelled.

Temporary. Destroy when requirement has
been completed, cancelled or superseded.

FORM NO.
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$ TEM
NO.

(Title, description, arrangement, and inclusive dates)

* — Ft LE‘S ‘il DENTIFI CAwﬁqugggg?ﬁW

(Linear Ft)

W87 midd400230002-3

EQUIPMENT

DiSPOSITION INSTRUCTIONS

[

55,

56.

57,

RESEARCH AND REFERENCE MATERIAL

These are copies of .intelligence reports,
State dispatches, Army, Navy, Air Force
reports, Daily China Press Reports, FBIS,
NIS, maps, pamphlets, publications and
other material, Used as references in
preparing information reports, Material
maintained by each section due to
geographical and language variations,
Filed by subject content,

(1947-195h)

LIBRARY REFERENCE MATERTAL

These are bound books, technical manuals,
dictionaries, year books, etc, Used for
reference purposes.

FOREIGN NEWSPAPERS AND PERIODICALS

These are to be exploited, abstracted,

translated or reviewed for the purpose

of carrying out the Division's mission,
Divided amng the sections according to
language content,

10G BOOKS
a, Ledger type book used for assigning

project numbers within the Branch and for
maintaining control on projects,

Apprn\lnrl Eor Releasle 2005/11/2

116,0

166,0

328.5

.1

i drawer legal
safe and
cabinets.

Bookcases and
individual
desks

Shelves and L
drawer legal
cabinets.

L drawer legal
safe

- ClA-RDP78.-00487

Temporary. Destroy when super-
seded or no longer needed,

Permanent, Retain indefinitely
except that material when no
longer needed will be returned
to the Library,

Permanent, To be forwarded to
Foreign Branch CIA ILibeary,
when exploitation completed,

Temporary, Destroy after 1 year,
Cut off at end of each year;
retain in current files area 1
year and destroy.

A000400230002-3
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(Title, description, arrangement, and inclusive dates)

(Linear Ft)

68¢4£00230002-3

L e WR&I“S&WSCHW%W
FILES IDENTIFICA VOLUME TYPE OF FILING

EQUIPMENT

DISPOSITION INSTRUCTIONS

I0G BOOKS (Continued)

Maintained for record purposes.

OFERATTIONAL INTELLIGENCE CARD FIIES

Maintained by each language area and ysged

ag a ready reference in preparing
information reportss

aes Abbreviations and glossary files on
unusual terms., Maintained on 3 x 5 cards
or notebooks. Filed alphabetically.

be Index to newspapers and periodicals
giving title, source, editor, political
affiliation, and other pertinent data.
Maintained en 5 x 8 and 3 x 5 cardse
Filed by title.

X1

de  Personalities. Contain names of
individuals appearing in foreign newspapers
and periodicals together with brief
biographic sketches. Filed alphabetically
by surname. Maintained on various sized
cardse

Approved For Releas

}y drawer legal
safe

i drawer legal
safe

5 drawer card
safe

L drawer legal

safes

Temporary. Destroy after 1 year; retain
in current files are 1 year and destroy.

Temporary. Destroy when glossary published

or when no longer needed.

Temporary. Destroy when obsolete or when

no longer needed.

Indefinite, Forward to OCD Library when

no longer meeded.

Temporary. Destroy when no longer needed.

2005/11/21); GIA-RDP78-004874000400230002-3

FORM NO.
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I TEM FILES 1DENTIFICA VOLUME .
. . . DiISPOSITION INSTRUCTIONS
NO. (Title, description, arrangement, and inclusive dates) (Linear Ft)

EQUIPMENT

58, |OPERATIONAL INTELLIGENCE CARD FIIES (Continyed)

es Organizations, unions, ministries or «9 L, drawer legal Temporary. Destroy when no longer needed.
groups. Together with pertinent data safe
relating to their purpose and organization.

fs Other miscellaneous card files «8 Temporary. Destroy when no longer needsde
containing information collected for
possible use in reports.

ge Scan File. This is a 3 x 5 reference 1.2 5 drawer card | Temporary. Destroy when no longer needed.
file of item headings appearing in certain gafe

25X

5
-
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SCHEDULE NO. . E

A000400230002-3

DATE PREPARED

State dispatches, pamphlets, publications,
FDD repérts and other material., Used as
reference in preparing information reports.
Material maintained by individual sections
due to functional breakdowns, Filed by
type and subject,

safe

OFFleE. DIVISION, BRANCH APPROVIN

SCIENTIFIC TECHNICAL BRANCH 25X1l

I TEM FILES IDENTIFICATION VOLUME TYPE OF FILING DISPOSITION INSTRUCTIONS

N.O. (Title, description, arrangement, and inclusive dates) (Linear Ft) EQUIPMENT

59.| BRANCH SUBJECT FILE
Consists of extra copies of memos, reports, o5 | L drawer legal | Temporary. Destroy after one
and other papers relating to the admin- safe year, Cut off file at end of each
istration of the Branch, Maintained as a year; retain in current file area
convenience file for reference, TFiled by one year,
subject matter,
(1947-195L)
60, REQUIREMENT FILES
a, Copies of operational requirements 1.5 Ly drawer legal Temporary, Destroy after three.
served on the Branch by other offices or safe months, Place in inactive file
agencies, Record copies maintained in when requirement has been
Reports Branch, Used for reporting completed or cancelled,
purposes, Filed by requesting office,
be Extra coples of operational require- 1.0 i drawer legal |Temporary. Destroy upon
ments maintained in each section for safe completion of requirement,
convenience,
(1952-195L)

61, REFERENCE AND RESEARCH MATERIAL

Consists of copies of intelligence reports, 19,0 L drawer legal Temporary, Destroy when super-

seded or no longer needed,

e 2005/11/2
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NO. [ (Title, description, arrangement, and inclusive dates) (Linear Ft) +PMENT DISPOSITION INSTRUCTIONS

.62{ LIBRARY REFERENCE MATERIAL

These are bound books, technical mamuals, 120.0 Bookcases and Permanent, Retain indefinitely

dictionaries, gazeteers, etc, Used for individual desks| except that material is returned
reference purposes, to library when no longer
needed.

63, | FOREIGN NEWSPAPERS AND PERTODICALS

These are to be exploited, abstracted, 2340 Shelving Permanent, To be forwarded to Foreign Br.,CIA

translated or reviewed for the purpose Library when expldtation
of carrying out the Divisions mission, cormpleted,

Divided among the Sections according to
subject content,

(1951-195L)
6lie | ABSTRACTS
25X1 Copies of abstracts of | ol li drawer legal | Temporary. Destroy when no longer
documents for immediate use of CIA offices, safe needed.

Abstracts seldom appear in published form.
Retained for reference purposess Filed by

number.
(1952~195L)
654 | IOG BOOKS
ae log books used for assigning projeet o3 Temporary. Cut off file at end o£ %%ch
numbers and control within the Branch and ) year and retain in current filk s/
for maintaining a ready reference. ' year and destroye

[ Information recorded is project number,
title, date, requirement, pages.

Approved For Releas 700‘;/11’7 : (‘IA RDP78.00487A.000400230002-3

FORM NO. 86_96QA - w&, (a1)

1 NOV 53




.

Sl WRWWD A A¥66400230002-3
FILES IDENTIFICA VOLUME ILING DISPOSITION INSTRUCTIONS
(Title, description, arrangement, and inclusive dates) (Linear Ft) T EQYIPMENT

‘

SN EDULE Ct
I1TEM ‘i
NO.
65. | 10G BOOKS (Continued)
be Log book of ebstracts made from foreign ol |4 drawer legal
language periodicalse. Iists abstract safe
numbers (1547-195L)
. ce 1log of sectionts worke Title, number, .2
date, source recorded. Used for references
(1952~1954
de Log of periodicals received in Section. ol L drawer legal
Iists title, issue number, date of receipt safe
and returm. Duplicates information in
ARNO file,
(1953~1954)
66. |PERTODICAL (ARNO) FIIE
5 x 8 card file index to Scientific 1.3 5 drawer file
periodicals that have been abstracted, safe
translated, or exploited. Filed
alphabetically by periodical title. Used
for reference to prevent duplication.
(19L7-195k)
67 |PERIODICAL ABSTRACT FIIE
3 x § card file of abstracts from foreign 9.5 |5 drawer file
Scientific periocdicals, filed alpha=- safe
betically by subject. Used for reference :
and researchs
(15L7-195L)
—Approved-ForRe

Temporarye Destroy when no longer needed.

Cut off at end of each years

TempoTary «
and destroy.

Retein in area one year

Temporarye Cut off at end of six months.
Retain six months and destroye

Temporarye Destroy when no longer needed.

Temporary. Destroy when no longer needede

FORM NO. 36_9GQA
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NO.

CORDS CONTROL SCHEDE

. FILES IDENTIFICA =

(Title, description, arrangement, and inclusive dates)

VOLUME

(Linear Ft)

P
*£Q

684

69«

25X

TABIE OF CONTENTS - PERIODICAL ABSTRACTS

File of tables of contents of ,Pe{{adical\ :
Abstracts. Used for references

(1949~195L)

OPERATTONAL INTELIIGENCE FILES

/
Maintained by each functional area and
used as ready reference in preparing report

a. Card fik s of various sizes of

scientific news items to be published.

Filed alphabetically by subject.
(1953-1954)

be 5 x 8 draft card of Periodical
Abstractse Used for checkinge Filed by
subjecte.

(1953=1954)

(L7ar=i7a7

ee ;3 x 5 card file of electrical terms in
German and Russian. Filed alphabeticallye
(1950=195k)

+6

Se

ol

‘1

.2

24l

o2

DISPOSITION INSTRUCTIONS

i drawer legal
gafe

W EEY B

H

CONFIDENTIAL

CONCIDCRT 8
wae Y HELE Y

Temporarye. Destroy after three months

Temporary. To be destroyed after publica=

tion.

Temporarys Destroy after checkinge
Temporarys Destroy when ,sﬁ‘pé}aeded or no
longer needede

Temporarys Destroy when no longer needede

Temporary. Destroy when no longer neededs

1 NOV 53

FORM NO. 36"269A
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NO. (Title, description, arrangement, and ‘.ncl“‘_"' dates) (“V"O:aurEm) ooy Puent DISPOSITION INSTRUCTIONS
69+ | OPERATIONAL INTELLIGENCE FTIES (Continued)
12,2 Temporarye Destroy when published or no longer
needed.
o1 ) lemporary. Destroy when ne longer needed.
25X
5 lemporarys Destroy when no longer needed.

o3 L drawer legal [emporary. Destroy when no longer needed.

safe
70 | DRAFT COPIES OF REPORTS
Draft copies of reports that have been 2e i drawer legal femporary. Destroy after publication has
publisheds Used for checking. Filed safe . been checked.
by subject. Published reports
available.
(1953~195k)
Appuuv:d Fer-Relea 20 . PIA.I?QDZQ.F\QAQ A000400230002-3.
FORM XO. 36_9cgf " v : oo (41)
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OFFICE. DIVISION, BRANCH LRI APPROVING OFF I

PROPAGANDA ANATIYSTS 25X 1

I TEM ) ~ FILES IDENTIFICATION VOLUME TYPE OF FILING DISPOSITION INSTRUCTIONS
N('). (Title, description, arrangement, and inclusive dates) (Linear Ft) EQU I PMENT

OPERATIONAL INTELLIGENCE FILES

as 3 x 5 card file of foreign ’ Destroy when no longer needed.
personalities concerned with propaganda.

(1953-195L)

be File of various sized cards of foreign L drawer legal Destroy when no longer needed.
language journals concerned with safes
propaganda. Information listed in
bibliographicals. Filed alphabetically by
country, and subject.

(1953~1954)

RESEARCH AND REFFRENCE MATERTAL

These are files of various .eiwsess® reports L drawer legal |Temporary. Destroy when no longer used or
on propaganda analysis prepared by State safe superseded.

Department, CIA, and other IAC agencies,
consisting of pamphlets, publications,
maps, etce They are used as reference in
g)rfeparing information reports., Filed by
subject, chronologically.

(1953~195h)

GLOSSARY FIIE

3x 5 card file of certain fareign terms L, drawer legal |Temporary. Destroy when no lenger used.
not available in dictionaries. safe

LIBRARY REFERENCE MATERIAL

These are bound books consisting of 2l 2 - 3 shelf Permanent, Return to Library when no
dictionaries, yearbooks, manuals. Used for bookcase longer neededs
reference. I

AppFeved_EA‘r Ralaasia 2005/44.12 . 'Wnno 3
X Of-I< TOOS S et e ‘; T S rTO iy 1"&.'51;'-““‘"

oRM NO- 36269 . \ SR ICSRN A

1 NOV 53




Approved For Release 2005/11/21 : CIA-RDP78-00487A000400230002-3

Q¢ Meagy 175
07 &/C/J(L/ [ §57¢

%%uym&

Approved For Release 2005/11/21 : CIA-RDP78-00487A000400230002-3




